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1 – Introduction

HARE CIC recognises the importance of having robust systems in place to ensure the safe

arrival and departure of all people attending and working at our sessions.  The safety of our

staff, participants and visitors is our highest priority.

2 – Arriving at Site

Parents are responsible for their children at all times while on site.  We ask that parents hold

hands with young children in the car park and keep older children close, as several vehicles

may be trying to move at once. Parents, staff and visitors must drive slowly and carefully on

and off the site and in the car park.  We ask that all drivers be patient, bearing in mind that

young children could suddenly run across in front of a vehicle.  Vehicles should be parked

with consideration for others. The Manager will meet families by the car park and direct

them to the woodland where the Forest School Leader and our Volunteer or Assistant will

be.

3 - Register

The Manager will ensure that an accurate record is kept of all persons on site, including staff

and visitors, and that any arrivals or departures are recorded in the register.  All visitors will

be asked to sign in and out (see Visitor Procedure). The Manager will greet parents on

arrival.  Parents are asked to sign in themselves and their children on arrival and to sign out

at the end of the sessions with accurate times. This ensures that we know exactly who is on

site in the event of an emergency and who was on site if we were to receive a complaint (see

Complaints Policy & Procedure). The register is kept in an accessible location on the

premises at all times. In addition we conduct regular headcounts during the session.
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4 - Departures

● Staff will ensure that parents or carers sign themselves and their children out before

they leave, including the time of departure.

● Care should be taken on departure while walking to the car park and in the car park.

Parents are responsible for their children’s safe departure.

5 - Absences

● If a family is going to be absent from a session, parents must notify HARE CIC in

advance.

● If a family does not arrive at a session without letting us know they will not attend,

HARE CIC will attempt to contact the parent after the session.

This policy was adopted by: HARE CIC Date: 22/02/2023

To be reviewed: 22/02/2024 Signed: C. Berrow, Director

Written in accordance with the Statutory Framework for the Early Years Foundation Stage (2021):
Safeguarding and Welfare Requirements: Premises [3.63]; and Information and records [3.77]
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